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A step-by-step guide to land your first job – from 
self-assessment to interview preparation 
 

I have no job because I have no experience, because…breaking from this 

vicious circle is no mystery. It needs, dedicated groundwork and 

preparedness to what exactly you want to achieve and where you wish 

to work. 

This workbook intends to take you from ….. 

“I have zero experience to I am confident I can do this job”.  

The only thing you need at this point is commitment to finish this guide. 

If you are not on the brink yet, on your career launch, then cease! Save it 

for later because you don’t want to miss the cryptic tips while skimming 

through. It needs your time! 

Okay, now that you’ve decided to read….there is a process flow which guides you through all the necessary 

steps you must take to ace your first job interview.  

 

 

Let us be familiar with some facts first! 

Cryptic facts of the matter: There are some rules in the game, we need to be 

acquainted of, before learning the step-by-step guide! 

1. Recruiters are aware that you have little or no experience yet. So instead of feeling intimidated about 

what you don’t have, focus on what you have. Play with your strengths!! 

2. As a job seeker, you don’t need to be submissive and meek. Recruiters hire/need people and people 

need the job. It’s a mutual purpose, and all are equal. 

3. Display confidence and have an open mindset of a beginner. 

 



 

 

4. “If all jobs need experience, how can I get that first job when I have 

zero experience?” That’s not true. Not all entry level jobs come with 

the “experience required” tag. The truth is they mention “0-2 years 

/1-2 years’ experience is preferable”. There is a difference between, 

“preferred” and “required”.  

 50 % of the people drop out on applying just with that one 

condition (even if they have for ex: 9 months exp). Why? It’s lack of 

confidence!! 

5. Your resume is not necessarily read by a human. Large companies 

engage software apps to do this job. Hence, make your portfolio 

pitch-perfect (job-suitable)! 

6. Just like it is complicated for you to prove that you are worthy of an opportunity to work, it is equally 

challenging for the recruiters to trust your abilities based on no practical experience. However, they 

are knowledgeable, and excel in choosing the right candidates for their company.  

So, be prepared to sway it with confidence. 

 

There are many tips and secrets, I am going to share further. So, scroll ahead…. 

Companies release entry level positions to hire people who are fresh out of college, with great commitment, 

enthusiasm, stability, confidence, up-to-date academic knowledge, information, modern approach and ample 

technical and transferable skills. These are your strengths! Let’s learn how to build and translate them into 

industry job requirements.  

 

Every CEO of a company today, had zero experience before their first job. Recruiters only look for certain 

attributes in you, that are necessary to operate in a company culture, (in addition to, the essential skills 

required for the job). 

Following is the step-by-step flow of a newbie’s guide to acquiring first job with little or no experience.  

Snag it and bag it! 

 

 

  



 

 

  

This flowchart (above) is also a snapshot of the topics you’ll learn today. 

 

Step 1: Self-assessment:  

Before initializing the application process, it’s important to do some homework on self-evaluation. Write down 

on a paper, introspect more, on the following, 

• What your strengths are?  

• Where your passion/ interest lies?  

• Can this be your primary source of income? 



 

 

 

 

 

Remember, your career blossoms at an intersection of these aspects. 

I recommend, reading this detailed article on self-assessment  

https://www.managersorbit.com/2017/02/19/know-mettle-self-assessment-grid/ 

It helps you in the evaluation process. No matter what your academic qualification is, your choice at this 

moment, decides your career direction with respect to an area in the company. 

It’s not the end of all or a life time decision, however diligence and detailed approach are essential, else you 

may find yourself battling to maintain your motivational levels at work, later. 

 

Know your mettle grid: Here’s how you can use this “Know your mettle” grid to assess, your key 

skills and interests.  

By the end of this exercise on “self-assessment” you must be able to,  

✓ Identify your strengths 

✓ List your key technical skills 

✓ Know what you are good at 

✓ Your target job area / company 

https://www.managersorbit.com/2017/02/19/know-mettle-self-assessment-grid/
https://www.managersorbit.com/2017/02/19/know-mettle-self-assessment-grid/


 

 

Know your mettle 

grid.xlsx
 

From the grid screenshot (let’s say of a person “X”) evidently the skills can be assessed as follows:   

‘X’ can choose primary strength as the main career and simultaneously develop secondary skills while working. 

 

 

Now that you have an idea about the grid, make a list of your transferable and work specific skills (acquired 

through academics), input them into the excel, mark “yes” and the rest is all visual and self- explanatory.  



 

 

 

The technical skills mentioned here are for example purpose only. Not related to a specific profile. 

Further, you can also access this exhaustive list of transferable skills, to help you build your resume.

  

 

https://s-media-cache-ak0.pinimg.com/564x/90/f9/04/90f904f69d678dc49e489c8942f2e300.jpg


 

 

 

Step 2- Resume building:  

I understand, resume building at this point seems like an ordeal. That is because it is challenging to portray 

academic achievements into employer’s most wanted attributes. It’s an art that cannot be achieved in one day. 

Nevertheless, with these tips, you can certainly comprehend and gradually master the technique! 

Before updating your resume: Note these things, 

• Don’t use stale, out-of-date resumes. 

• Use a “currently in use” format specific to your country. Use templates from google (remember do not 

copy the words). 

• Do not reuse/ rephrase / repurpose someone else’s resume. You cannot justify the points written for 

and by someone else. Create your own story. It is much better to have your own decision making and 

insights take the lead. 

• Do not use the same resume for all job applications. Tailor your resume for each job profile.  

 

What Qualities recruiters look for in your resume at a first glance? 

Your resume, must showcase your capabilities, academic + other 

achievements and prove to the potential employer, why you fit in the role. 

Choose a format and start building your very first resume. Follow the 

cheat sheet and the checklist for reference. Let your resume be NOT more 

than 2 pages. 

Use numbers: Avoid continuous monotonous text, use numbers 

wherever applicable. Specially in achievements/accomplishments. Write accomplishments as statements, like,  

✓ Managed 5 projects in 1 year 

✓ Improved the turn-around time for project completion by 80% 

✓ Completed tasks X within 3 months 

✓ Generated 50% more income through marketing 

✓ Improved procedures resulting in ______benefits 

 



 

 

A good resume helps you get past the initial roadblocks, but the main task of proving your ability depends 

on your confidence during the interview process. 

 Resume cheat sheet: Now this is a list of power packed words to use in your resume. Remember, 

use them appropriately! Irrelevant use can be misleading and hard for you to justify your skills in the interview.  

If you need a FREE EVALUATION of your resume, you 

simply need to email your resumes to 

info@managersorbit.com  

(Or) 

Visit us and subscribe at : www.managersorbit.com 

(Or) 

Contact US and we will get back to you! 

 

How does it work? 

✓ We give you critique analysis 

✓ Help in formatting a professional looking resume 

✓ A detailed report, with areas to improve 

✓ Assistance in translating your accomplishments                

                into job requirements 

So, submit your resume NOW!! It’s a FREE 

EVALUATION!  

Everything about your career is not just 

limited to your resume, but it is a starting 

point to begin a discussion. Let your resume 

be powerful and mind-captivating! 

 

 

 

mailto:info@managersorbit.com
http://www.managersorbit.com/
https://www.managersorbit.com/contact-us/


 

 

Master Resume: Once the resume is built, you must constantly and regularly update it. Have one 

master resume and several other versions, based on the job you apply. Since it is your first job application, the 

master resume would fit in most of the cases, unless you are applying for a job in a fairly, new area.    

Peer review your resume: Don’t forget to have your resume reviewed by professionals/ 

university professors/ other legitimate personnel. Take the feedback positively. However, analyze if their 

feedback is constructive or not. If it is authentic, make necessary changes to your resume. 

Cover Letter: It’s a story about you and your resume, typically introducing yourself to the recruiter. It’s 

a note in writing, about ”Why should we hire you?”. 

You essentially express the suitability of your skills and experience to the job. 

Unless explicitly mentioned, you do not need to submit a cover letter for the job you are applying. Many prefer 

resume to cover letter and it is often unread. 

 

Step 3- Network 

Opportunities lie everywhere, you just need to know where to look! Building a network of professionals puts 

you in the first place while considering candidates for job openings. 

Things you can do to build network 

✓ Friends, and friends of friends. Don’t misjudge the effectiveness of references in a company. 

✓ Update your linked in profile (use your resume as primary reference). 

✓ Connect with professionals in your filed of work. 

✓ Connect with the HR personnel from the companies you wish to apply for. 

✓ Register yourself on job boards and free job sites (more info available further, read on…). 

✓ Attend job fairs, walk-ins, events, seminars to meet people in your field of work 

 

 

 

https://www.managersorbit.com/2017/01/27/respond-negative-feedback/


 

 

 

Points to note: 

• The No. 1 and a sure way to get to the interview trail is, reference by an employee already working in 

a company. Let them know you that you are job-hunting. Maintain contacts, ask questions, express 

your interests to them, when you have a chance.  

• Profile screening is half completed by the person referring you. Referees tend to recommend only the 

candidates with great potential to succeed in the interview process (Referral clause). 

• While snooping around for professionals, connect with them, don’t abruptly slam your resume on their 

face and say….”Hey! here it is, now gimme a job!” Like stated above, there is a protocol to do it. 

• Thank them- when you are referred and assisted. 

• If you help others, they’re inspired to reciprocate! So, if you know a job that does not match your skills, 

but someone you know does have a suitable profile, let them know. Refer! 

 

Step 4 - Volunteer: You are a freshman just out of college, does not mean you cannot or 

should not work anywhere else before landing your first dream job. You can gain experience by volunteering 

to work for paid/unpaid services, short-term jobs, internships. Grab every opportunity that benefits you in 

gaining relevant practical work experience.   

Remember that “0-2 years preferred” in the description? Any experience you gain will place you two steps 

ahead in the race. The least you can do is, make an effort! 

How and where? 

There are several internet-based companies and startups these days. You can look up for a company that 

matches your technical expertise and academic knowledge.  

They are small scale, flat hierarchy and help in adding ‘practical training’ to your resume. They can help you 

gain skills and learn sustainable innovation. 

✓ If you are good at writing, contact them and inquire if you can contribute to their blog posts. 

✓ If you are a tech-savvy, inquire about apps, websites, web developer opportunities. 

Approach them professionally and find out if they can board any volunteers.  



 

 

 

Volunteering internships - Links 

There are volunteering internships, to work for different causes / purposes like  

http://www.aiesec.in/ Global network: (College education with practical and professional experiences) 

http://www.yograd.com/ EVERYTHING A STUDENT NEEDS IN ONE PLACE 

http://www.eliabroad.org/india-volunteer-internships Humanitarian causes: 

https://www.volunteerworld.com/ 

List of best startups in India: 

https://angel.co/india/jobs 

https://sutrahr.com/top-startups-india-2017-best-list 

(We will add more on internship, career tips, office space etc.) So, keep following www.managersorbit.com 

Self- starters: It’s just not rational, quoting words like go-getters and self-starters, you must BE ONE! Start 

something of your own, let’s say a blog, an app (if you are a tech savvy), anything related to your field. Share 

information you know with the world. Learn about the digital world! State it in your resume. 

 

Step 5- Applying for jobs:  

Now, this is the “implementation stage” of all the ground work you’ve done so far, to get the job you aspired. 

Before you apply: Be speck-less on social media (example Google profiles, Facebook, Linkedin, 

twitter, Instagram etc.,). In some countries, reviewing social media profile of prospective employees is also a 

part of candidacy background check.  

In any case, you want to be sure, that your name/profile is not associated with anything psychopathic or 

bizarre. Just peep into your own public profile, and delete any offensive content, comments in there.  

 

http://www.aiesec.in/
http://www.yograd.com/
http://www.eliabroad.org/india-volunteer-internships
https://www.volunteerworld.com/
https://angel.co/india/jobs
https://sutrahr.com/top-startups-india-2017-best-list
http://www.managersorbit.com/


 

 

 

Now is the application part: Things needed:  

1. Updated master resume 

2. List of job sites, including linked in. We have made a list of some of the top job boards (India and worldwide) 

https://www.toogit.com/ (for freshers and freelancers) 

https://www.freshersworld.com/  https://www.linkedin.com/  

http://careerplus.shine.com  https://www.naukri.com/ 

http://www.timesjobs.com/  https://www.indeed.com/ 

http://www.naukrihub.com/  http://www.careerjet.co.in/ 

https://www.monster.com/  http://www.clickjobs.com/ 

http://www.careerage.com/ 

There are also technical-skill-specific job portals like   

www.recruitengineers.in (for engineers) – Just browse, to find portal apt for your skill area.  

Target companies: If you are certain about working in a particular company, you may visit their 

website and refer the “Careers” section to register your profile. Your application is placed directly in their 

system, rather than a third-party consultant/hiring agency. 

 

 

https://www.toogit.com/
https://www.freshersworld.com/
https://www.linkedin.com/
http://careerplus.shine.com/
https://www.naukri.com/
http://www.timesjobs.com/
https://www.indeed.com/
http://www.naukrihub.com/
http://www.careerjet.co.in/
https://www.monster.com/
http://www.clickjobs.com/
http://www.careerage.com/
http://www.recruitengineers.in/


 

 

 

Things to do 

1. Register your profile on top job portals  

2. Make sure you use one standard email id for all the job applications, that has your name (don’t use 

unprofessional email ids like, ilikeflying.1997@gmail; ihatemyjob2020@yahoo.in 

3. Apply for relevant positions, using the search and advanced search filters 

4. Prepare a list of jobs/companies you have applied for in an excel (to avoid repetition and ensure better 

results-driven approach) 

5. Tip: Tweak your resume to match the requirements mentioned in the job description (screenshots 

below). 

 

For ex: If you’re applying for a position like the ones above, incorporate those words mentioned in the job 

description and highlight the role “MBA Fresher” “Wed Developer”. 

Not only the words, you can prepare to relate each job detail to a real scenario in your previous job/academic 

life. As in the screenshot2, you may create websites to showcase them in accomplishments.  

If you follow the above points, your profile is sure to stand out from the rest, even if your resume is read by a 

software. 

 

The next step after applying for jobs is the waiting time for an interview call. During this waiting period, why 

not hone your interview skills? Next up>> Interview Preparation 



 

 

 

Step 6- Interview preparation:  

The key thing all job hunters must do to increase the chances of succeeding in an interview is to be prepared. 

Be sharp as a tack!  

Talent will get you in the door, but your performance and character will keep you in 

the room.  

Therefore, practice, practice and practice! 

After following the first 5 steps, let’s assume, you are eligible and being called for a walk-in interview. Begin 

your preparation, covering the following aspects. 

1.Know about the company: Its crucial to understand the core objectives of the potential 

employer, company, before attending an interview there. 

You can visit the company’s website, global and local. 

• Follow them on social network 

• Get some insights on the core business, leadership (CEO, MD). 

• The spread of its business/operations in different locations, national and international. 

• Google the latest news about the company.  

• Quote the information, and statistics you know while talking to the recruiter. Let them know you have 

done research too.  

• Mention that you follow their business updates and trends on social media (give an example of the 

latest update you’ve seen). All of this based on situational context only! 

• Do not give answers to unprompted, unasked questions. 

2. Skills and experience: Be aware of everything you present in your resume. You must have the 

ability to answer and justify every word or statistical numbers you mention on it. 

3. Build your vocabulary: You may not be required to be eloquent yet, however you can always 

improve your vocabulary. Make a list of strong and positive, words. Practice, using them in your speech 

contextually. 



 

 

4. Mock interview: It is an emulation of a job interview. If you can manage, have someone help you 

do a mock interview. It is a rehearsal before your actual performance, and helps in improving self-presentation. 

Also, practice answering the questions, in front of the mirror.  

5. Interview questions: Here is a list of well-extracted Popular interview questions for freshers.  

Follow the link below to review, model answers to these questions and other important tips and notes. 

Interview questions and answers  Download/ view in pdf  

1. The most important question of all (from us to you)! When asked about something you are 

totally unaware of, what would you do? 

2. Tell me about yourself. 

3. What is your weakness? 

4. What are your strengths? 

5. What are your expectations from this job/role? 

6. Why did you leave your last job/internship? 

7. What do your co-workers (at internship) say about you? 

8. Why should we hire you? 

9. Do you consider yourself a successful person? 

10. If hired, how long would you stay with us? 

11. Are you willing to relocate? 

12. When required, will you work for extended hours? 

13. How well do you work in teams? 

14. What position do you prefer on a team working on a project? 

15. How do you prefer to work, in teams or individually? 

16. What do you hate in people? 

17. Have you faced any real challenges at work/college? 

18. What is more important to you, money or growth? 

19. Tell me about your ability to work under pressure/stress. 

20. How do you propose to compensate for lack of your work experience? 

21. Are you willing to put the interests of the organization ahead of your own? 

22. What qualities do you look for in a boss? 

23. Where and how do you see yourself five years from now? 

24. How do you handle criticism? 

25. What are your expectations from the company or the job? 

26. Do you have any questions for me or us? 

Link to the above is HERE  

https://www.managersorbit.com/2017/02/22/popular-interview-questionnaire-frehsers/ 

 

https://www.managersorbit.com/2017/02/22/popular-interview-questionnaire-frehsers/
https://www.managersorbit.com/2017/02/22/popular-interview-questionnaire-frehsers/
https://www.managersorbit.com/wp-content/uploads/2017/04/Popular-interview-questions-with-answers-for-freshers.pdf
https://www.managersorbit.com/2017/02/22/popular-interview-questionnaire-frehsers/


 

 

This grid shows how you can analyze a 

question and respond accordingly. 

Remember that all questions are not just to 

seek information from you. Some of them 

are directed to understand your 

professional and interpersonal skills. 

Link to this article 

6. Interests/ hobbies:  

Ensure you mention “interesting” interests.  

When asked “what are your interests or 

hobbies?”, you may not want to say “Lie down 

and watch TV”, “Hanging out with friends”, 

“Social media”. Say something encouraging and 

positive, (learning a different language, doing something passionate, statistics, documentaries, travelling and 

making friends, nature, social work and the like).  

Do not just make them up for the interview but inculcate them too. Remember, you are solely required to 

justify every single word uttered from your mouth and every word mentioned in resume. Apply reasoning and 

reality of the situation everywhere! 

7. Aptitude test 

The most important thing. For freshers, besides your academic accomplishments, companies are keen on 

testing your primary skill areas, for ex: analytical skills, logical reasoning, numbering, basic math, English 

proficiency and so on. This also helps them in determining proper role proposition for you according to your 

skill set. To achieve this, they conduct aptitude tests.  

8. Practice Aptitude Tests: You can practice some tests (from the links provided below) to 

familiarize with the process and optimize your response time and quality. Try these, they have a good range of 

tests for all areas. 

http://www.careerride.com/Online-practice-test.aspx 

http://www.careerride.com/verbal-ability.aspx 

http://www.careerride.com/online-aptitude-test.aspx 

http://careerplus.shine.com/test-preparation 

Additionally, be prepared to write and speak about any specific topic/s of your own choice. Be updated with 

major current affairs in your country and around the world. 

https://www.managersorbit.com/2017/02/22/popular-interview-questionnaire-frehsers/
http://www.careerride.com/Online-practice-test.aspx
http://www.careerride.com/verbal-ability.aspx
http://www.careerride.com/online-aptitude-test.aspx
http://careerplus.shine.com/test-preparation


 

 

9. Documents: Check the job interview email or notice if they mention any specific documents. Carry 

mandatory documents only, including a valid ID. Do not carry bulk files and end up hunting for the required 

document when asked. If necessary attach sticky notes, to easily identify the document you need. 

Do not appear clumsy. Be prepared and appear confident. 

10. Put up well: Other things you must consider are, 

1. Dress up well, appear tidy, wear subtle and warm colors (no flashy eye boggling colors). Most 

important- dress comfortably. 

2. Maintain good posture. Be active and enthusiastic, not sloppy. 

3. When they say their name. Remember it and address them respectfully. 

4. Do not have sudden appearance makeovers right before your interview. 

5. There is nothing as cool as a warm smile. Embrace it. Don’t overdo it. 

6. Other physical gestures like moving a lot, nodding your head too much, pen spinning, looking 

elsewhere (not maintaining eye-contact), being distracted by noises or people walking by. Avoid them. 

7. Be allergy-free, illness-free. Carry over-the counter medicines if necessary. If you are seriously ill, call 

and inform. Don’t skip the interview uninformed. 

Conclusion: 

“The more you sweat in practice the less you bleed in battle”,  

Because we play the way we practice! 

Lastly, no matter how the interview was, the entire process, from applying to attending, is a learning 

experience. So never forget to thank them back for considering you, in person and by email too. 

ALL THE BEST!!! 

 



 

 

 

 

 

 

 

 

 

 

 

                

Visit us and subscribe to Manager’s Orbit @ 

www.managersorbit.com 
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